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E-mail: Mohamed.358619@2freemail.com 
OBJECTIVES:

  An Enthusiastic Candidate looking forward to obtain an administrative position in a Reputed Organization, To utilize my Effective communication skills and expertise In Public Relations , Office Manager, PA and Performing Secretarial tasks Effectively .
EDUCATIONAL  BACKGROUND:
· -Faculty of Education, AL Fayoum University – English Department (2006 : 2010).
· -Professional Diploma in Methodology (English language) (2010 : 2011).
· -Private Diploma in Methodology (English language)  (2011 : 2012).
 PROFESSIONAL COURSES:
-Holding International Computer Driving License (ICDL) – Year 2011.
- Courses in Human and Economic Development from Danish Industry, Copenhagen – Denmark.

-General Course in the field of Preparation of youth leaders in, Amman- Jordan.

-Completed Konrad Adenauer Stiftung Courses (German organization).

-Human Resource courses (HR) from UNICEF and National council for youth.

-First Aid course from Egyptian Red Crescent.
-Scientific Session of Egypt's youth.

- A training course in the field of administrative work and secretarial and corporate development.

- The Effective management Course from the National Council for Youth.
WORK EXPERIENCE:   
AL ATHBI HOLDING GROUP – Doha, QATAR 
                                                (Year 2012 – TILL DATE)
         Al Athbi Group is a fast growing multifaceted group of companies in the areas of Engineering & Construction, Trading, Interior designs, Logistics, Advertising & Marketing, Cargo and Clearance, as well as Staffing and Recruitment management.
Administrator – Office Manager – Public Relations:
· Take over the functions of communication and public relations between Our Group and clients or other organizations, whether internal or external.

· Maintain and manage systematic filing of numerous documents, both hard and soft documentation.                                                                                                                                                                                                                                                                 
· Attend meeting (both at local and International level), take minutes and keep
· Notes for records.

·  Supports the travel management process by providing travel related services to company staff & contractors such as arranging, contracting & executing business travel plans.
· Initiate to write official correspondences, letters, faxes and others.
· Operate office equipment such as fax machines, copiers, phone systems, and use computers for spreadsheet, word processing, database management, and other office documents.

· Greet visitors and determine whether they should be given access to specific individuals, Answer telephones and give information to callers, take messages or transfer calls to appropriate individuals.

· Coordinate with staff in other departments and with external contacts.

· Maintain and manage the office stationeries and equipment’s.

· Sorting and effective distribution of incoming post and organize to send the outgoing posts.

· Coordinate with in house and external contacts to book travel and accommodation.

· Coordinate and arrange both in-house and external events.

· Maintain and manage the commercial / trade documents of the company including timely renewal and notifications.

EL – ROWAD SCHOOL – AL FAYOUM , EGYPT (2010 –2012)
   Established in 1992, EL Rowad is Regarded as one of the Premier Educational institutions in Al Fayoum facilitating a pleasant learning atmosphere, Guided by qualified and experienced staff.
   Teacher of English:
· Prepares and deliver lessons to a range of classes of different ages and abilities; Provides a student centered learning experience at the highest educational quality standards, provides appropriate feedback and maintains records of students’ progress and development;

· Researches new topic areas, maintains up-to-date subject knowledge, develops and prepares new curriculum materials; Selects and uses a wide range of different learning resources and equipment, including podcasts and interactive whiteboards;

· Prepares students for qualifications and external examinations;

· Manages student behavior in the classroom and on school premises, and applies appropriate and effective measures in events of student misbehavior;

· Undertakes pastoral duties i.e. the role of form tutor, and supports students on individual basis through academic or personal difficulties;

· Communicates with parents and careers over students’ progress and participates in departmental meetings, parents' evenings and school events;

· Liaises with other professionals, such as learning mentors, advisers, educational psychologists and social workers;

· Supervises and supports the work of teaching assistants and support staff.

· Organizes extracurricular activities, such as school activities, social activities and sporting events;

UNICEF – Cairo, EGYPT
                       (2009 –2011)
   UNICEF is the driving force that helps build a world where the rights of every child are realized, having the global authority to influence decision-makers, and the variety of partners at grassroots level to turn the most innovative ideas into reality. 
Human development Instructor

· Coordinate the daily activities as instructed by the authority concerned in realizing the introduced human development schemes.

· Provide training / awareness to the children under 18 on prevailing social and economic aspects.

· Provide individual and group counseling for students with academic, career and personal concerns.

 Coordinator of the youth parliament in collaboration with national council for youth from YEAR 2010 to Year 2011.
PROFESSIONAL AND OTHER SKILLES :

-Self - Motivated to keep up with the technological advances in the relative field.

Multi-tasking abilities.

-Excellent communication skills.

-Fast learner accepting challenges and easily adaptable to challenging environment.
-Strong relationship building skills,Proactive.
-Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, stenography and transcription, designing forms, and other office procedures and terminology.

-Communicate clearly and concisely in both written and oral form.
-Perform clerical and administrative tasks quickly and accurately.
-Coordinate daily activities and/or schedule.
-Work independently and organize complex clerical tasks.
-Ability to be flexible and adaptable in a variety of situations.
-Excellent copy editing and proofreading skills.
-Remain calm under trying circumstances and work with frequent interruptions.
-Maintain various organizational systems needed at the school or department.
-Maintain efficient office procedures and a system for keeping track of requested actions and reports.
-Type from rough draft and keyboard at an efficient rate of speed.
-Meet strict timelines and perform multiple tasks.
DRIVING Licenses:   
Holding valid QATARI driving license for Light motor vehicles.
Holding valid EGYPTION driving license for Light motor vehicles.
LANGUAGE SKILLS
 ARABIC – Mother tongue.
 ENGLISH – Excellent Reading, Spoken and Writing skills.  
DECLARATION
I Hereby declare that above furnished information is true to the best of my knowledge. 
Mohamed Abd El Twwab Ahmed Mohamed.
Date of birth: 
     November 18, 1988
Sex / Marital Status:   Male, Single.
Nationality: 
      EGYPTIAN
Religion:
      ISLAM
